.« 7 meSEHitized - Approvgg For Rele s-é'ggﬂ -RDP70-00241R000100120039-4

) @ﬁce Memorandum - vNiTED sTATES GOVERNMENT

TO
FROM

SUBJECT:

25X1A9a

Chief, Records Integration, FI/DDP DATE: 15 Novenmber 1957

Chief, Records Mansgement

Procurement of Safe File Cabinets

1. The supply of safe type file cabinets suitable for use
overseas will soon be exhausted. Before sdditionsl ones can be
ordered, 1t wilill be necessary to have & certification required
by General Services Administration to the effect that maximum
ubilization of equipment is being obtalned by:

a. Disposing of s8ll records that have been authorized
for disposition by the Congress or, where such suthorization
has not been obtained, through the preparation and obbtaining
of suthorized disposal schedules.

b. Removing office supplies, publications, and other non-
record material from filing cabinets to more sultable storage
equipment except where the quentity of such materisl is small
(s a rule, less than helf & cabinet).

c. Transferring to the Agency records center, to the extent
thet facilities are made svalleble, ilnactive records not needed
in daily business but not yet ready for disposel, when filing
equipment cen be released by such action.

d. Using letter-size filing cabinets instead of legel-size
wvhenever possible.

2., Will you certify that equipment et your oversees installations
is being used 1n sccordance with the above standerds and return the
certification to me. We will then errange with the Office of logistics
to procure additional equipment if you sgree théi it 1s necessary.
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25X1A9a

As of this date, to the best of my knowledge
and belief all overseas installations under

the Jjurisdiction of the DDP are
Chief, RI/F1/DD/P complying with the above standards.
27 DEC 1957

Date

Certification:
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